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Abstract 

The City of Rockford has historically experienced a large amount of disaster declarations 

from such significant weather events as blizzards, urban flooding, severe windstorms, and a 

tornado.  We are also located in a geographical area that is believed to be extremely susceptible 

to an earthquake caused by the New Madrid fault zone.  The problem was that the Rockford Fire 

Department does not have a comprehensive program to identify a training plan to prepare 

company officers to operate in an emergency operations center in the city of Rockford, Illinois. 

The purpose of this paper was to identify the issues for a training plan to prepare company 

officers to operate in an emergency operations center in the City of Rockford, Illinois. This paper 

serves to answer the following research questions: a) what are the national standards for training 

employees to work in emergency operations centers b) what are other city departments and fire 

agencies doing to prepare workers for emergency operations centers c) what value would be 

realized during an actual incident with having additional and better trained company officers 

operating in an emergency operations center? 

 Descriptive research was used to find solutions to these questions. Interviews, surveys, 

and additional data collection were all used to develop solutions and explore the various options 

that would best assist our agency and the entire city to become more prepared during a disaster. 

The research has a pathway to a plan to develop a more comprehensive training program 

for company officers and could even be used by other City staff to ensure they are prepared to 

respond during a disaster. 
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Identification of a training plan to prepare company officers to operate in an emergency 

operations center in Rockford, Illinois 

Introduction 

 The Rockford Fire Department is currently researching a method to insure our company 

officers are prepared to operate in an emergency operations center during a disaster.  Because of 

increased potential for natural and man-made disasters, we have experienced a real challenge 

with staffing second and further operational periods.  Our problem is we do not have a training 

plan to develop company officers to assist during an emergency operations center activation. 

 The City of Rockford is not immune to disaster.  In recent years, we were the site of 

numerous local, state, and federal disaster declarations.  These events have ranged from urban 

flooding, severe winds, tornadoes, and blizzards.  This research will allow us to develop a plan to 

better prepare our personnel for the next disaster and therefore, provide better service to the 

citizens we are sworn to serve and protect. 

The descriptive research method will be used to answer the following questions: a) what are the 

national standards for training employees to work in emergency operations centers b) what are 

agencies of similar size and demographics to the City of Rockford doing to prepare workers for 

emergency operations centers c) what value would be realized during an actual incident with 

having additional and better trained company officers operating in an emergency operations 

center? 
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 These questions will all require a slightly different approach to fully understand the 

specific challenge and to develop additional knowledge on the topic. The process to develop 

solutions out of the many alternative training and exercise programs involved research conducted 

using the descriptive method. 

Background and Significance 

 According to the United States Fire Administration’s Strategic Plan for the Fiscal Years 

2010-2014, there are five goals of the organization.  These are, reduce risk at the local level 

through prevention and mitigation, improve local planning and preparedness, improve the fire 

and emergency services’ capability for response to and recovery from all hazards, improve the 

fire and emergency services’ professional status, and lead the Nation’s fire and emergency 

services by establishing and sustaining USFA as a dynamic organization.  All these goals 

correspond to the USFA’s mission statement of “We provide National leadership to foster a solid 

foundation for our fire and emergency services stakeholders in prevention, preparedness, and 

response” (United States Fire Administration, 2010).  The research and development of a 

training plan to prepare company officers to operate in an emergency operations center is very 

fundamental to the City of Rockford’s disaster response capability.  The research will also 

directly align with the goals of the USFA in that we will improve the fire and emergency 

services’ capability, improve the fire and emergency services’ capability to respond to and 

recover from all hazards, and will also improve the fire and emergency services’ professional 

status.  This research was also selected based on relevance to the Executive Analysis of Fire 

Service Operations in Emergency Management (EAFSOEM) course of the Executive Fire 

Officer Program (EFOP).  This course, according to the course curriculum, is designed to present 
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the student with senior staff level incidents that specifically deal with risk assessment, incident 

documentation, media/political considerations, standards, legal mandates, capability assessment, 

damage assessment, emergency operations, Integrated Emergency Management Systems 

(IEMS), Multi-Agency Coordination Systems (MACS) including the Emergency Operations 

Center (EOC), and emergency information systems (United States Fire Administration, 2014).  

 The City of Rockford, Illinois, is located in north central Illinois and is home to 150,251 

people (United States Census Bureau, 2014).  According to the Rockford Chamber of 

Commerce, Rockford is the center of manufacturing, employment, and commerce for 375,000 

residents who live in the metro area.  The city occupies an area of just over 61 square miles 

(United States Census Bureau, 2014) in north central Illinois.  The Rockford Fire Department 

was established November 19, 1855, as a volunteer organization.  The department hired its first 

paid member in May 1881 (Rockford Fire Department, 2013).  The Rockford Fire Department 

now employs 333, which is made up of sworn personnel, support, and 911 employees (Rockford 

Fire Department, 2013).  The department responded to 24,749 incidents in 2013 (Rockford Fire 

Department, 2013). The department has 53 people who are at or above the rank of Lieutenant 

(Lieutenant, Coordinator, Captain, District Chief, Division Chief, and Chief) (Russell, 2014).  

The Rockford Fire Department is Insurance Services Organization (ISO) Class 2 and is also 

accredited through the Center for Public Safety Excellence (Rockford Fire Department, 2013). 

Following a recent training held at the National Emergency Training Center (NETC) in 

Emmitsburg, Maryland, the fire department felt the need to ensure that our members are prepared 

to function in an emergency operations center.  The course is titled E930 – Integrated Emergency 

Management Course and according to the FEMA website: 
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  These IEMCs place emphasis on community response and short-term 

recovery issues. They are tailored to fit the community and are based on a 

selected hazard type. The course methodologies of classroom instruction, 

planning sessions, and exercises allow for structured decision making in a 

learning, yet realistic, environment. A key outcome of this IEMC is to provide 

participants with the ability to carry out their respective functions related to 

disaster response and assist with making the transition from response activities to 

short-term recovery. These actions allow the community to “position” itself better 

for long-term recovery. 

This EMI class involved over 70 members from around the Rockford area and regional 

and statewide partners in emergency preparedness.  An identified weakness of our staff was the 

lack of training and preparedness to assist in a disaster.  Although everyone had a quick learning 

curve to the rigors of disaster response, we felt that more could be done before an incident to 

prepare our personnel for success.  We also felt that the lessons learned from this exercise and 

the research conducted as part of this research paper could help prepare our personnel to better 

function in an emergency operations center during and after a disaster.  We also felt that this 

research could be used as a template for other departments in the city to aid in their preparations. 

An Emergency Operations Center could function and be configured in various ways.  

These configurations could be fixed, mobile, or virtual (Fagel M. , 2011).  This paper will focus 

on a fixed EOC involving multiple operational periods.  It should be noted that full activation of 

an EOC in the City of Rockford has never occurred (Corl, 2014).  In recent years, there have 
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only been two partial activations of an EOC and these were generally used to conduct briefings 

or situational reports or SitReps (Corl, 2014).  

The City of Rockford is certainly not immune to disaster.  Rockford has recently been 

impacted by severe weather of all sorts including severe winds, tornadoes, urban flooding, 

blizzards, and even widespread power outages.   

Current preparedness involves multiple facets and Rockford has even hosted a statewide 

exercise that involved multiple technical rescue teams and the state urban search and rescue 

team.  This large-scale exercise was created with the assistance of the Illinois Terrorism Task 

Force (ITTF) and the Illinois Emergency Management Agency (IEMA) and proved to be a good 

test of the resources around Rockford.  For this exercise, fifteen homes were partially demolished 

to simulate the widespread damage associated with tornado impact in a densely urban area 

(Rockford Fire Department, 2011).  This exercise involved structures that were damaged as part 

of a previous disaster, urban flooding.  The exercise was designed to create a realistic scenario 

that would really put our plans and emergency operations center to the test.  Not only was this 

exercise a “boots-on-the-ground” type of drill, but a functional EOC was stood up and was able 

to assist in resource management and allocations.   

Rockford has been very active in the field of disaster preparedness at all levels, however 

the realization that more planning and preparedness continues to be necessary to allow response 

to the meta-disasters as described by the Mutual Aid Box Alarm System (2013).  These are 

similar to the type of disasters that struck New Orleans, Oklahoma City, and Tuscaloosa, but is 
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also specifically geared, in Illinois, to the potential widespread impact of a New Madrid 

earthquake. 

An interesting quote was stated by William Shouldis when he stated “The ability of a 

community to acquire and allocate necessary resources hinges on being prepared.” (Shouldis, 

2010). 

Literature Review 

The purpose of this literature review is to establish the baseline research that is available 

on the topic of company officer training for emergency operations center staffing and to 

determine the best care scenarios that are available in the published literature.  A variety of 

sources were utilized as part of the literature review process, and assistance was obtained from 

the NETC library at the National Fire Academy and the library at the Illinois Fire Service 

Institute.  Various sources such as books, interviews, magazines, journal articles, videos, and 

course textbooks were utilized to answer the research questions and to ensure a complete 

understanding of the topic.  

The first research question asks what are the national standards for training employees to 

work in emergency operations centers.  Probably the largest guiding practices for training 

standards are from the National Incident Management System (NIMS).  NIMS was established in 

2003 as part of the President issued Homeland Security Presidential Directive 5 (HSPD-5) 

Management of Domestic Incidents (United States Department of Homeland Security, 2008).  

NIMS established national standards for qualification, licensure, and certification of emergency 

management/response personnel (United States Department of Homeland Security, 2008).  These 
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standards ensured that personnel possessed a minimum knowledge, skills, and experience 

necessary to safely and effectively operate during an incident (United States Department of 

Homeland Security, 2008).  According to Fagel (2008), NIMS is a comprehensive national 

approach to incident management that is applicable to all jurisdiction levels and across functional 

disciplines.  HSPD-5 established strict guidelines and requirements that need to be met in order 

to be eligible for federal funding for many preparedness projects.  NIMS also established a 

variety of tools to ensure and enhance preparedness.  These are providing or establishing 

processes for planning, training, and exercising; personnel qualifications, and certification; 

equipment certification; mutual aid; and publication management (Fagel M. , 2008).  Specific 

standards were established for training, experience, credentialing, currency, and certification 

standards (Fagel M. , 2008).  

NIMS has established a comprehensive training program as outlined in the NIMS Training 

Program.  This document outlines what it describes as the “NIMS Core Curriculum Course 

Summaries” (United States Department of Homeland Security, 2011).  This document goes on to 

outline three training objectives.  These are to support NIMS education and training for all 

emergency management personnel; adapt the functional capabilities defined by NIMS into 

guidelines, courses, and a curriculum that helps stakeholders to develop personnel training and 

credentialing plans that yield the desired capabilities; and define the minimum personnel 

qualification required for service on complex multijurisdictional incidents nationwide (United 

States Department of Homeland Security, 2011).  The NIMS Training Program also was set up 

to achieve the following strategic objectives: define a national curriculum for NIMS and provide 

information on NIMS courses in the core curriculum, applicable to all levels of government, the 
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private sector, and NGOs by promoting comprehensive NIMS-related training beyond Incident 

Command System (ICS) training; identify broad NIMS training goals and objectives for NIMS 

national training for both the NIC and stakeholders and outline guidance to attain them; guide 

human resource management via established training baselines for emergency and incident 

response personnel qualifications based on development of core competencies for NIMS-based 

incident management positions; convey information pertaining to instruction and learning, 

articulating specifications for the consistent delivery of NIMS training through a national 

baseline curriculum for NIMS with each course having objectives that meet training needs set by 

the core competencies; complete training guidance and instructor qualification guidelines; and 

guide development of stakeholders’ long-term training plans, budgets, and schedules as well as 

grant qualifications and applications (United States Department of Homeland Security, 2011).  

The NIMS Training Program states that everyone involved in emergency management should 

complete the NIMS baseline courses of Independent Study 100 and 700.  The program also 

outlines additional core competencies based on one’s specific job assignment or responsibilities.  

The courses recommended directly relate to the complexity of the incident that a person would 

respond to or participate in.  For example, a Type 1, 2, or 3 incident, which according to 

Brunacini (2014), is an incident larger than a standard house fire, would require the incident 

commander, or those assigned to supervisory roles, to take ICS-100, 200, 300, 400, 700, and 800 

(United States Department of Homeland Security, 2011). 

According to the Center for Public Safety Excellence, Commission on Fire Accreditation 

International, Fire and Emergency Service Self-Assessment Manual, a department is required to 

ensure that their personnel are appropriately trained.  The National Response Framework (NRF) 
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(2008) also discusses that resilient communities began with prepared individuals.  While no 

specific requirements are mentioned, the ability to address the 37 core capabilities as part of the 

15 National Planning Scenarios is discussed.  The NRF also discusses that leaders and staff 

require initial training to provide updates on current concepts and procedures, but does not go 

into more detail on the specific training requirements.  One of the key concepts of NIMS is 

having competent staff available to the leader managing an incident (United States Department 

of Homeland Security, 2008). 

Another valuable source for officer training requirements is National Fire Protection 

Association 1021, Standard for Fire Officer Professional Qualifications.  Fire Officer I requires 

that the officer be able to implement an action plan at emergency operations, implement an 

incident management system, and conduct a post-incident analysis (National Fire Protection 

Association, 2014).  Specific skills or requirements are not outlined, but are discussed in 

generality.  NFPA 1600 outlines a training curriculum that should be competency based with the 

goal to create awareness and enhance the knowledge, skills, and abilities required to implement, 

support, and maintain the program.  Personnel shall also be trained in the entity’s incident 

management system and other components of the program to the level of their involvement 

(National Fire Protection Assocation, 2013).  

The International Association of Fire Chiefs Officer Development Handbook (2010) 

outlines the four elements of professional development.  These are education, learning, 

experience, and self-development.    This document references the criteria for emergency 

services delivery as outlined in NFPA 1021 and also outlines the importance of experience in 

emergency management.  Some examples of appropriate experience are participation in mass 
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casualty training, exercises, or incident, or conducting tabletop or full-scale exercises to improve 

skills and gain experience (International Association of Fire Chiefs, 2010).  As rank increases, 

the International Association of Fire Chiefs provides some additional training requirements for 

managing fire officers.  This includes more participation in exercises and providing assistance to 

local emergency management offices.  As an administrative fire officer, participation in 

emergency management activities for mitigation and recovery and training programs developed 

by emergency management offices is required (International Association of Fire Chiefs, 2010).  

This is similar to what Fagel (2011) states.  The importance of realistic scenario-based training 

and exercises that truly test the operational capacities of the responders are key to improvement 

(Fagel M. , 2011).   

The State of Illinois Emergency Management Agency provides many training classes and 

opportunities to improve the skills of people operating in an EOC.  Specific programs such as the 

Illinois Professional Development Series (PDS) and the Illinois Professional Emergency 

Manager (IPEM) Program provide a lot of credibility to the person that fulfils the requirements.  

The PDS requires completion of seven FEMA independent study courses as well as six 

classroom training courses (Illinois Emergency Management Agency, 2014).  The IPEM requires 

completion of the PDS as well as numerous other courses and a comprehensive application 

process to prove experience and competency (Illinois Emergency Management Agency, 2014). 

These concepts of training and preparedness in emergency management are important 

toward the end goal of minimization of the loss of life, injury, and property damage.  It is also 

important to realize that these skills can be used to gain the knowledge and skills to prepare and 

handle the consequences of a disaster.  
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Research question two is specifically focused on what other city departments and fire 

agencies are doing to prepare their employees to operate in an emergency operations center 

environment.  The modification of this question to better align to take advantage of the lessons 

learned during the Rockford Community Specific IEMC Course will be discussed in the 

procedures section.  The goal of this question is to explore what other agencies of similar size are 

doing to prepare their staff to function in an EOC.  We quickly realized that, while operating in 

an EOC, similarities in job functions, requirements, and demands make the required training 

universal.  The Rockford Fire Department develops a Multi-Year Training and Exercise Plan that 

is reviewed and revised annually.  As part of this document, priorities are set in order to 

accomplish all the training goals set forth by the organization.  We follow the procedure outlined 

in the Fire Chief’s Handbook (2003) to identify the training that firefighters must know, what 

firefighters need to know, and what is nice to know.  These guidelines help us to outline and 

deliver realistic and repeatable training that suits the needs of our employees.  When we discuss 

EOC operational training, unfortunately, this falls into the “nice to know” category (Rockford 

Fire Department Training Division, 2014).  With so many requirements placed on our personnel 

from mandated training, emergency calls, and maintenance and inspection issues, few hours are 

available for additional requirements. 

According to many sources, in order to prepare our responders to function in an EOC, 

realistic training involving actual scenarios seems best.  As pointed out by Barakey & Shea 

(2014), knowing the experience and capabilities of the responders is important.  The best way to 

find out these strengths and weaknesses is through exercises.  They go on to say that during an 

actual incident, people are generally placed in positions outside of the level of their normal 
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training or experience.  First-arriving personnel have gaps in knowledge and training and 

perform on instinct and feelings (Barakey & Shea, 2014).  If we can improve the experiences 

through more advanced training, these quick decisions made early in an incident will definitely 

improve. 

  The Fire Department of New York is often applauded for their comprehensive training 

program, but little training on the concepts of EOC management is provided to new company 

officers.  In an article written by Turner (2014), most of the skills that are outlined in the course 

curriculum are geared towards hands-on skills and critical decision making on the fireground.  It 

is important to note that there is a New York Office of Emergency Management that coordinates 

the emergency management functions of New York; however, it is important to note that 

minimal involvement in the “larger picture” of disaster preparedness is provided to the company 

officers of the largest fire department in the United States.   

Most of the positions filled in an EOC are by non-emergency people.  According to Sager 

(2005), the staff of an EOC can be likened to a militia, in that they stand ready to drop their 

regular assignments to work alongside typical emergency responders. This militia needs proper 

training to successfully perform their vital tasks (Sager, 2005).  The strength of the team can 

sometimes lie in the diverse work assignments that they have in their daily lives.  With everyone 

understanding their normal job and bringing that to the table, a group will have a much better 

understanding of the capabilities of a city and region.  A smaller department like the Kern 

County Fire Department, which operates the EOC in Kern County, California,  provides training 

for personnel assigned to their EOC through “extensive training through State and Federal 

classes” (Kern County Fire Department, 2014). 
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Even universities are completing training to operate in an EOC.  Humboldt State 

University considers training and exercising as essential to make emergency operations 

personnel operationally ready (Humboldt State University, 2014).  The State of Michigan 

recommends to local emergency planning agencies that training be completed as a professional 

emergency manager and in various NIMS courses, dependent on the specific assignment (State 

of Michigan, 2014).  This training matrix outlines the requirements of NIMS 100, 200, 300, 700, 

and 800 as recommended for emergency operations center staff and adds ICS-400 to the list for 

EOC Managers (State of Michigan, 2014).  The State of Washington also adds IS-704: NIMS 

Communication and Information Management to be completed (Thurston County Washington, 

2014). 

The final research question asks what value would be realized during an actual incident 

with having additional and better trained company officers operating in an emergency operations 

center.  I think that it is easy to identify the specific value in practicing for any task.  Many 

examples of the value of exercising and practicing are available.  One specific example is the 

July 1989 crash of a United Airlines aircraft in Sioux City, Iowa.  Although there was significant 

loss of life during this event, 186 passengers survived (Fagel M. , 2008).  All of these lives were 

saved due to the strong work by the flight crew of this doomed plane.  The survival of the 

passengers is based on the response of the flight crew before the crash, on trained rescue units 

waiting on the ground, and on centralized communications among all responders (Fagel M. , 

2008).  According to Fagel (2008), two years before this incident, the community conducted a 

full-scale exercise, and a functional emergency operations plan was exercised.  As a result of this 

exercise, problems and opportunities for improvement were noted as part of an after action 



18 
Running Head: IDENTIFICATION OF A TRAINING PLAN TO PREPARE COMPANY OFFICERS 
TO OPERATE IN AN EMERGENCY OPERATIONS CENTER 
 
improvement plan.  The issues that were identified in this after action improvement plan were 

not issues during the actual plane crash (Fagel M. , 2008).  As a result of this, Fagel (2008) 

suggests that “it makes sense that exercising will lead to better preparedness and a better overall 

response.”  

The specific benefits as part of a comprehensive exercise plan are the ability to test and 

evaluate policies, plans, and procedures; reveal planning weaknesses; reveal gaps in resources; 

improve organizational coordination and communications; clarify roles and responsibilities; 

improve individual performance; gain program recognition and support of officials; and satisfy 

regulatory requirements (Fagel M. , 2008). 

“Being prepared means there is no substitute for planning, training, and exercising,” 

(Shouldis, 2010).  Most people are not very good at tasks that they do not do often.  The 

importance of job aids and checklists to augment frequent training cannot be overlooked.  The 

use of checklists by EOC staff can prove very valuable.  In the aircraft incident discussed earlier, 

specific checklists to assist in the infrequent tasks can save lives.  According to Houston (2011), 

“airplane pilots rely on checklists to ensure that both routine procedures and emergency 

responses are handled appropriately.  In both kinds of situations, human memory is fallible.”  A 

similar scenario plays out with surgical procedures.  In his book, The Checklist Manifesto: How 

to Get Things Right, Atul Gawarnde (2011) discusses the extreme decrease in death following 

surgical procedures to ensure everything is performed correctly, and infection risk is minimized.  

This directly relates to emergency management because these are perishable skills that, if not 

exercised and reinforced from time to time, in an actual event, people will fail.   
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Procedures 

This research paper is organized into the various sections as outlined in the project 

guidelines manual and was conducted using a scientific and systematic approach.  This section 

specifically outlines the various steps taken as the project progressed from beginning to end 

(United States Department of Homeland Security, 2012) and is designed to allow for replication 

of the research process and to explain the purpose of the study. 

This research project involved the use of descriptive research to formulate the 

development of a plan to allow the Rockford Fire Department to better prepare its company 

officers to respond to and assist with Emergency Operations Center operations.  The clear 

identification of a problem statement and the subsequent development of research questions to 

guide the research helped greatly towards finding solutions to the ongoing problems that the 

Rockford Fire Department is facing.  A total of three research questions were asked.  They are, 

what are the national standards for training employees to work in emergency operations centers, 

what are other city departments and fire agencies doing to prepare workers for emergency 

operations centers, and what value would be realized during an actual incident with having 

additional and better trained company officers operating in an emergency operations center.  

According to the Executive Fire Officer Program: Operational Policies and Procedures 

(2012), the third-year Executive Fire Officer Class is designed to prepare senior staff officers in 

the administrative functions necessary to manage the operational component of a fire and rescue 

department effectively.  This research project is also designed to further evaluate and develop 

our current level of response capability and improve the overall response readiness. 
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In order to create “new” research, interviews were conducted with various Rockford Fire 

Department members and other community partners who attended an Emergency Management 

Institute Community Specific Integrated Emergency Management Course (IEMC).  This course 

was conducted in 2014 and was the result of a grant application that was submitted by the author 

in 2012.  This course was specifically designed to test the operational capabilities of the fire 

department and also all of our partners in disaster response.  Over seventy members of the 

response community were in attendance.  Representatives from all city departments, the mayor, 

city council members, utilities, local emergency planning commission, school district, and many 

others attended.  The author of this research was also very involved in the planning of the 

exercise, so a unique insight to the preparedness and preparations was obtained.  This course was 

held two weeks after the author attended the Executive Analysis of Fire Service Operations in 

Emergency Management (R306) course, so the opportunity to take real world lessons learned 

and opportunities for improvements learned from past events and exercises in Rockford were 

stressed.  This exercise was conducted to build upon specific opportunities for improvement that 

were discovered in Rockford as the result of full-scale exercises that had been held previously.  

The goal of the research conducted was two-fold.  The first was to use the data to help develop 

an After Action Report and the second was to obtain information that would be helpful in 

developing a plan to improve the response readiness of the company officers which are 

employed by the Rockford Fire Department.  The benefits of taking the lessons learned from an 

individual who had just operated in an EOC cannot be discounted.  The realistic scenarios that 

were created truly tested the operational capabilities of the organization far better than an actual 

disaster could.  This is because of the intermittent knowledge of the planning team; specific 

weaknesses known internally were exploited and tested to determine the robustness and breaking 
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point.  The ability to do this in a controlled setting proved crucial to improving the capabilities of 

the company officers.   While some of the individuals interviewed are not firefighters, the fact is 

that they operated in an EOC during a simulated disaster, so they know specific lessons learned 

that would help anyone operate under the same conditions.   

The specific procedure followed for the purposes of this research paper involved 

development of a problem statement and a purpose statement that corresponded to the basic 

principles and concepts of the third year EFO class, Executive Analysis of Fire Service 

Operations in Emergency Management (R306).  A series of questions was then posed to guide 

the research.  A systematic approach to a review of current literature was conducted to determine 

what was already known about the subject and what opportunities for further research and 

improvement existed.  Interviews with various participants of the Community Specific EMI 

IEMC were then conducted.  While interviews with each specific person were not conducted, 

groups of individuals from each functional area were met with or interviewed.  These specific 

areas included representatives from the Policy Group, EOC Management, Operations, Finance 

and Administration, Logistics, and Planning.  Each group had various key concepts and lessons 

learned specific to their specific involvement in the exercise.  These interviews occurred in 

various locations throughout the city, such as fire department headquarters, the mayor’s office, 

county health department, and various other areas of convenience. The specific details of the 

interviews and attendees were captured and documented in the after action report that is currently 

being developed for this exercise.  Specific sign-in sheets were maintained as part of the process 

to accurately capture the data such as names, departments or agencies represented, and specific 

ideas of what went well and opportunities for improvement that presented. These interviews 
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were scheduled at a time and location of convenience and were conducted on an informal basis 

to promote discussion and brainstorming on opportunities.  It was felt that more formalization of 

the process would discourage discussion and prompt strictly yes or no answers to the questions.  

Specific goals were expressed and desires of the meetings were verbalized at the start of each 

meeting.  This included an introduction to the process of after action plan development and the 

specific desired outcome of the meeting to obtain what went well and, more importantly, what 

could we do as a community to improve our response capabilities for the next event that we 

might face.  The process then involved a facilitated discussion with many individuals that 

participated in a functional group.  For example, during the Policy Group interview, the Mayor, 

City Administrator, Human Resources Director, County Emergency Management Director, 

Local Emergency Planning Agency president, and many others were in attendance.  This 

interview was conducted on July 7, 2014, in the Mayor’s Office.  Much like the many other 

meetings, introductions were conducted, and a brief overview of the process and desired 

outcomes was conducted.  Notes were taken and an approach to facilitate discussion, but not 

stifle interaction, was conducted.  This approach was felt to have allowed additional discussion 

and more ownership by the participants to what could improve for the next time.  This research 

was then all compiled and will become part of the After Action Report for the exercise.  The 

research was then taken a few steps further and developed into a plan for improvement and was 

also used to develop specific recommendations that will serve to improve the preparedness of our 

agency’s members. 

This research project has some identifiable limitations on the process.  Specifically, all 

participants were from the Rockford, Illinois, area and the concept of “normalcy bias” may 
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apply.  According to an article written by Valerie Lucus-McEwen (2013), normalcy bias is a 

“mental state of denial when facing a disaster or potential danger.”  The potential for most of the 

individuals to think similarly and have false expectations of what occurs during a disaster may 

exist.  Some of this bias was witnessed by exercise participants expressing that something like 

this could not happen here.  It is also felt that the clear weaknesses and strengths of individuals 

and specific departments may have clouded the perception.  On multiple occasions, feedback 

was provided that a lot of the challenges could be addressed by the fire department, and the 

individual being interviewed did not see the specific issue as an opportunity for improvement for 

them, as “someone else could handle it.”  Lastly, the potential of limiting some feedback in the 

group setting may have existed.  If a single person experienced an issue, they may have been 

unlikely to express that issue in front of a large group.  Specific questions and clarification were 

sought if a potential for this type of bias was witnessed, but it is possible to have some comments 

filtered for the sake of the group.  Following the interviews, it was also suggested that, if there 

was a specific comment or concern that someone did not feel comfortable sharing in front of the 

larger group, they could call or email the author at a later date. 

The procedures to accomplish this research were varied and served to develop an original 

and non-biased perspective on the concept of better preparing company officers to work in an 

Emergency Operations Center.  Specific examples of the research will be discussed in the results 

and discussion portions of the paper. 
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Results 

 As a result of the research conducted as part of this research project, the Rockford Fire 

Department has developed a plan to improve the ability of its company officers to operate in an 

Emergency Operations Center.  The work conducted to develop a literature review was able to 

demonstrate what has previously been discussed on the issue.  Further community-specific work 

was conducted to determine what was felt to best prepare an individual to work in an EOC.  

Further work is definitely needed to finalize the procedure and to develop a specific task book to 

ensure that all necessary training and experiences are accounted for and done for each individual.  

As a result of the research, it was quickly determined that the responsibility for preparing to 

work in an EOC lies with the individual.  Numerous training opportunities exist, either through 

on-line training courses or resident courses at the National Fire Academy or other locations such 

as the Texas Engineering and Extension Service at Texas A&M in College Station, Texas. 

 As discussed in NIMS, various courses are specifically required to operate in various 

functions in the EOC (United States Department of Homeland Security, 2011).  Personnel 

trained to these minimal standards felt that additional training and experiences were needed to be 

better prepared.  While interviewing the various functional groups, a few specific 

recommendations were made.  The concept of training on leadership and strategic thinking, 

which can be extrapolated to involve critical thinking skills, was determined to be important.  

This concept of situational awareness is often written about in fire service literature, but seemed 

interesting to hear in this context.  A lot of suggestions on additional training were made.  

Training on such things as social media, delegation of responsibility, use of forms, additional 

exposure to the capabilities and responsibilities of the various agencies, orientation training to 
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the EOC, and further training on debris management were all brought up.  These items seem 

fairly consistent to what is discussed in the literature. 

 There was also some discussion on better utilization of mutual aid resources.  In Illinois, 

mutual aid systems are well developed, but the public works division and police department 

suggested that they do not have a system in place to fully utilize this valuable resource.  To that 

nature, additional exposure and training was suggested.    

 A suggestion for increased training on the use of the various forms for use in an EOC was 

also made. This directly corresponded to another comment for increased experience in an EOC 

setting.  During one interview, discussions on various other training agencies, such as the 

National Fire Academy, Texas Engineering and Extension Service, and the various other classes 

offered through the Domestic Preparedness Consortium, were conducted.  The group provided 

very positive feedback on the possibility of attending other trainings, but also realized the need 

for continual refresher training.  One interviewee stated that initial training is great, but if it is not 

used for a while, the skills are very perishable and are quickly lost. 

 The best suggestions directed us to look at a well-rounded education with various 

opportunities for self-study, exercises, and classroom sessions to ensure competency and make 

sure that knowledge levels are always maintained.  

Discussion 

 As discussed in the results section, numerous training opportunities exist in either on-line 

format or a typical classroom setting.  The responsibility of the department is to outline a training 



26 
Running Head: IDENTIFICATION OF A TRAINING PLAN TO PREPARE COMPANY OFFICERS 
TO OPERATE IN AN EMERGENCY OPERATIONS CENTER 
 
program that will provide the company officer with all of the tools necessary to perform 

effectively while in an EOC.  There is not any way that every specific skill could be learned and 

experienced prior to actual EOC activation.  The use of the on-line training courses, such as 

NIMS 100, 200, 700, and 800 provides a good overview of the concepts of NIMS and the basic 

concepts for work in an EOC, but many other courses also have merit. It was quickly realized 

that the need for more EOC exercises would also directly benefit the company officer, while 

there are many potential options for the training, having a uniform recommendation of this type 

of training is important for an agency.  While there is value with having diverse training, the 

need for a basic consistency is important and like Fagel (2011) stated, the importance of realistic 

scenario-based training and exercises that truly tests the operational capacities of the responders 

are key to improvement.  The ability for each individual to take a proactive approach to their 

own training and education is also important.  This individual training based approach would 

also allow the individual to be honest with themselves on their strengths and weaknesses and 

address specifically what would be needed.  I agree with Barakey & Shea (2014) that knowing 

the experience and capabilities of the responder is important and, by creating a checklist or task 

book, those skills could be accurately recorded and documented.  It is important to also 

acknowledge what Barakey & Shea (2014) said that, during an actual incident, people are 

generally placed in positions outside of their normal training and experience.  The goal of the 

training program is to fill those gaps or, as identified during the interviews conducted, provide 

the ability for critical thinking and situational awareness to allow the individual to correctly 

determine the best solution to the problems presented. 
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 The importance of exercises was also discussed both in the literature and during 

the interviews.  As Fagel (2008) stated “it makes sense that exercising will lead to better 

preparedness and better overall response.”  As also discussed, the specific benefits as part of a 

comprehensive exercise plan are the ability to test and evaluate policies, plans, and procedures; 

reveal planning weaknesses; reveal gaps in resources; improve organizational coordination and 

communications; clarify roles and responsibilities; improve individual performance; gain 

program recognition and support of officials; and satisfy regulatory requirements (Fagel M. , 

2008). 

Recommendations 

 Based on the research conducted for this research project, it is recommended the 

Rockford Fire Department immediately began a program to train company officers to work in an 

emergency operations center.  This program could be part of a comprehensive company officer 

training program to ensure that company officers are properly trained and equipped to handle 

critical decision making based on limited knowledge.  The concepts outlined in the various 

situational awareness and primed decision making courses should be explored further and 

integrated into the training program as soon as possible.  The company officer is often tasked 

with making decisions during situations that they have limited information and limited 

experience.  The ability to prepare them for this type of scenario will certainly go a long way in 

developing a self-sustaining, well-rounded training program that will continue to build upon past 

experiences and lessons learned. It is further recommended that company officers be tasked with 

completion of a variety of NIMS online courses, NIMS 300 and 400, as well as courses offered 

by either the National Fire Academy or Texas Engineering and Extension Service, and gain 
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experience by participating in an exercise every 1 to 4 years.  The completion of the various 

certifications offered by the Illinois Emergency Management Agency would also serve as a 

valuable tool to prepare officers.  The Professional Develop Series (PDS) and Illinois 

Professional in Emergency Management (IPEM) also offer a substantial background to the 

emergency management field.  These certifications/credentials also provide a lot of weight with 

the Illinois Emergency Management Agency staff and others operating in an emergency 

operations center.  While all these certifications are great, they are just designed to provide the 

background knowledge necessary to meet the minimum expectations.  The real experience 

comes from operating in the various required positions in an emergency operations center, either 

during exercises or a real disaster.  The knowledge and experiences obtained during these events 

will provide the skills needed to meet the goals and objectives set forth in the incident action 

plans and emergency operations plan. 

 In appendix A is a copy of a task book that could be utilized to assist in the training 

process and be used as a guide for each individual’s training.  With the completion of the task 

book, knowledge, skills, and experience could easily be documented and proven, as needed.  It is 

further recommended that this task book be evaluated and modified, as needed, to meet the needs 

of each individual who is completing it. 
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Appendix A: Company Officer Task Book 
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SCOPE 

Participation in a Position Task Book (PTB) is an entirely optional process.  This program was developed based 
on numerous questions and comments related to what it takes to be best prepared to be a Company Officer.  
This PTB may be completed by any member of the Rockford Fire Department who is interested in learning 
more about the position or is interested in promotional testing.  Higher position task books may be initiated at 
any time after the member has met the prerequisites for the position. 

 

PURPOSE 

The PTB is a written record of the minimum training and experience recommended to achieve a specific 
position or rank.  Each task book will assist you by serving as a road map to guide you through the specific 
skills you should be able to perform and the recommended training to complete in order to be best prepared 
for each position.  Completion of the entire task book will ensure that you have been evaluated in the critical 
tasks necessary to safely and adequately function in that position. 
 

DEFINITIONS 

Completion:  Successful accomplishment of all requisite skills and knowledge. 
Conduct:   Lead and direct the major elements of the activity.     
Demonstrate:  Perform the manipulative skills and physical actions necessary for the task. 
Evaluator:   A person currently qualified in that position or at least one level above the position 

being evaluated. 
 Participate:  Actively perform an essential portion of the activity.  
 

Prerequisite Certification and Training 

Prior to receiving the next higher level of PTB, the candidate must meet all of the certification and educational 
requirements in the Prerequisite Certifications and Education section of the PTB.  This requirement is designed 
to ensure that the candidate has the necessary foundation to perform the skills within the PTB and to ensure 
that upon completion and certification in that position, the candidate is qualified to assume the rank that 
he/she is “qualified” for under the PTB system.  

If one or more of the prerequisite requirements can be demonstrated to have been unattainable (course not 
offered, course number or title changed, etc.) or if the candidate has other training or certifications which 
would closely parallel the requirements of the PTB, equivalencies will be reviewed on a case by case basis.  No 
additional workbooks will be issued without the candidate having first completed the educational 
requirements of the previous PTB.  

INITIATING A WORKBOOK 

To initiate a workbook and begin training to qualify for a specific position, follow these steps: 

1. Meet with the Division Chief of Training to determine that you meet the prerequisites for the PTB 
being requested and that you are eligible to begin a PTB. 
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2. Submit a request through the chain of command to the Division Chief of Training to request the PTB 
you wish to obtain. 

3. Obtain a blank workbook for that position from the Division Chief of Training and have them enter the 
issue date, due date and sign and print his/her name on the front cover.  

 

SIGNING OFF SKILLS AND TRAINING 

When you demonstrate proficiency for a specified task, your evaluator may sign off that task by entering the 
date of completion under Date Completed and initialing under Evaluator.  For any skill being evaluated, 
candidates are encouraged to demonstrate proficiency multiple times to exhibit depth of training and 
competency of that skill.  

Your evaluator must be qualified at or above the level of the position being evaluated. 
 

SIMULATED AND ACTUAL WORK EXPERIENCE 

Skills portions of the PTB may be signed off by an evaluator using realistic training, if no actual work 
experience has been made available to the candidate.  For example: If a Firefighter has not been able to gain 
real life experience by fighting a car fire, the supervisor may sign off the skill by using realistic training and 
documenting multiple dates on which the task was performed. 
 

COMPLETING THE POSITION TASK BOOK AND BECOMING QUALIFIED 

When a member has completed all the requirements in the PTB, qualified officers and instructors have signed 
them off, and your supervisor has signed and dated the “Verification of Completed Workbook” form, the 
candidate shall schedule a time with the Division Chief of Training for review.   

The Division Chief of Training shall review the book for completeness and accuracy and may “quiz” the 
member in reference to specific skills signed off as complete in the PTB.  If the PTB is complete and the 
Training Division is satisfied with the candidate’s proficiency in the individual skills, the Division Chief of 
Training will sign the PTB and award the member written documentation that the member is qualified for that 
position.   

The original PTB will be placed in the individual’s Fire Department training file.  Date and type of qualification 
will be entered into the member's personnel file. 

 

DEPTH OF TRAINING 

The basis of documenting training in a PTB is to record the real training and education that the candidate has 
mastered.  Therefore the candidate should attempt to have the evaluator(s) document each time that skill has 
been performed, to demonstrate depth of training and competency of that skill. 
 

TIME FRAME FOR COMPLETION 
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Participation in Task Book completion is a voluntary procedure, and there are no specific requirements for 
completion, but it is recommended that it be completed within one year of issuance. 
 

COMPANY OFFICER TASK BOOK: 

Education TASKS Date 
Completed Evaluator 

 EDUCATIONAL  RECOMMENDATIONS   
National Incident Management Training 

NIMS IS-100.b (Introduction to Incident Command System) (Online)   
NIMS IS-200.b (ICS for Single Resources and Initial Action Incidents) (Online)   
NIMS IS-700.a (National Incident Management System (NIMS), An Introduction (Online)   
NIMS IS-800.b (National Response Framework, An Introduction) (Online)   

National Fire Academy/National Fallen Firefighters Safety 
National Fallen Firefighter’s Courage to Be Safe (Online)   
National Fire Academy Calling the Mayday (Q0133) (Online)   
National Fire Academy Incident Safety Officer (Classroom)   

Incident Command/Incident Management 
NIMS 300 (Intermediate Incident Management System) (Classroom)   
NIMS 400 (Advanced Incident Management System) (Classroom)   
TEEX (MGT-314) Enhanced All-Hazards Incident Management/Unified Command (Resident 
Course) 

  

National Fire Academy (R0308) Command and Control of Natural and Man-Made Disasters 
(Resident Course) 

  

National Fire Academy Command and Control of Incident Operations (Resident Course)   
National Fire Academy (Q0297) Awareness of Command and Control Decision Making at 
Multiple Alarm Incidents (Online) 

  

National Fire Academy Fire Service Supervision (Q0318) (Online)   
Illinois Office of the State Fire Marshal Certification 

Fire Officer I   
Fire Prevention Principles (40 Hours Classroom)   
Tactics and Strategy I (40 Hours Classroom)   
Instructor I (40 Hours Classroom)   
Management I (40 Hours Classroom)   
Management II (40 Hours Classroom)   

Fire Officer II   
Tactics and Strategy II (40 Hours Classroom)   
Instructor II (40 Hours Classroom)   
Management III (40 Hours Classroom)   
Management IV (40 Hours Classroom)   
Firefighter III/Advanced Firefighter Technician   
Hazardous Materials Operations (40 Hours Classroom)   
Safety Officer (40 Hours Classroom)   
 

  

http://training.fema.gov/EMIWeb/IS/courseOverview.aspx?code=IS-100.b
http://training.fema.gov/EMIWeb/IS/courseOverview.aspx?code=IS-200.b
http://training.fema.gov/EMIWeb/IS/courseOverview.aspx?code=IS-700.a
http://training.fema.gov/EMIWeb/IS/courseOverview.aspx?code=IS-800.b
http://fireherolearningnetwork.com/Training_Programs/Courage_To_Be_Safe.aspx
http://www.usfa.fema.gov/nfa/nfaonline/browse/ms.shtm
http://www.fsi.illinois.edu/content/courses/programs/description.cfm?course_id=186
https://www.fsi.illinois.edu/content/courses/programs/description.cfm?course_id=538
https://www.fsi.illinois.edu/content/courses/programs/description.cfm?course_id=539
http://teexweb.tamu.edu/file/ESTI/MGT-314%20Enhanced%20IMUC%20(C13_6348_10).pdf
http://apps.usfa.fema.gov/nfacourses/catalog/search?courseDeliveries=3&courseDeliveries=5&courseCurricula=9&forget=true
http://apps.usfa.fema.gov/nfacourses/catalog/search?courseDeliveries=3&courseDeliveries=5&courseCurricula=9&forget=true
http://www.usfa.fema.gov/nfa/nfaonline/browse/im.shtm%23Q0297
http://www.usfa.fema.gov/nfa/nfaonline/browse/im.shtm%23Q0297
http://www.usfa.fema.gov/nfa/nfaonline/browse/ms.shtm
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Education TASKS (continued) Date 
Completed Evaluator 

 EDUCATIONAL  RECOMMENDATIONS (continued)   
Illinois Emergency Management Agency   

Illinois Professional Development Series   
Illinois Professional in Emergency Management   

Kaplan Fire and EMS Training   
Fire Officer Module 01: Introduction to the Fire Officer   
Fire Officer Module 02: Preparing for Promotion   
Fire Officer Module 03: Fire Fighters and the Fire Officer   
Fire Officer Module 04: Understanding People.  Management Concepts   
Fire Officer Module 05: Organized Labor and the Fire Officer   
Fire Officer Module 06: Safety and Risk Management   
Fire Officer Module 07: Training and Coaching   
Fire Officer Module 08: Evaluation and Discipline   
Fire Officer Module 09: Leading the Fire Company   
Fire Officer Module 10: Working in the Community   
Fire Officer Module 11: Handling Problems, Conflicts, and Mistakes   
Fire Officer Module 12: Pre-Incident Planning and Code Enforcement   
Fire Officer Module 13: Budgeting and Organizational Change   
Fire Officer Module 14: Fire Officer Communications   
Fire Officer Module 15: Managing Incidents   
Fire Officer Module 16: Fire Attack   
Fire Officer Module 17: Fire Cause Determination   
  

http://www.state.il.us/iema/training/pds/prof_dev.htm
http://www.state.il.us/iema/training/ipem/ipem_process.htm
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These tasks must be performed with a District Chief as part of a mentoring/job shadowing program. 

 

  

District Chief Shadowing Objectives Date 
Completed Evaluator 

All Officers are required to participate in a two day Job Shadowing Program to complete the following 
Objectives. 

• Review Staffing Report/Morning Report   

• Daily Minimum Staffing   

• Special Team Staffing   
• Next Day Report   

• Prioritization of resource requests (companies requesting training, pre-
plans, equipment maintenance, and testing) 

  

• Out of Class Hours   

• Injury and Sick Reporting    

• Review procedures   

• Review Worker’s Compensation Paperwork and Forms   

• Review the use and requirements of RFD Form #517   
• Hold Overs and Hire Backs   

• Minimum Staffing requirements for ambulance companies   
• Review District Chief Reference Manual   
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Emergency Incident Activities 

These tasks must be performed on an incident, hot drill or in an incident management situation. 

 

 

  

Emergency Incident Activities Date 
Completed Evaluator 

These tasks Must be Performed on an incident, hot drill or in an 
incident management situation. 

• Communicate with dispatch and other units   
• Locate incident on map or preplan   

• Note incident type, weather, location and structure type   

• Provide appropriate size-up or obtain briefing from command   
• Request additional resources as needed   

• Utilize Personnel Accountability System   
• Understand and implement Incident Action Plan   

• Assign tasks to various Companies   
• Monitor subordinate work performance   

• Adapt to changes in situation   
• Anticipate and forecast needs and potential for incident   

• Document activities   

• Explain the Demobilization process   
• Participate in key decision making process   

• Establish Incident Command   
• Provide Leadership and Supervision   
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JPR Training Guide 
 

 

 

 
The following documents are designed to cover the basic objectives and requirements of NFPA 
1021.  These objectives can be met through various classroom, simulation, or real-world 
experiences.  These are based on standard tasks that an Officer does on a frequent basis.  
These are direct reproductions from the requirements set forth by NFPA and should be used 
as a guide, but specific examples and activities meeting the Standards are acceptable.  



 

 

 

DESCRIPTION: This JPR Training Guideline follows the format identified in NFPA 1021, Standard for Professional Qualifications 
    Rockford Fire Department 2014. Knowledge, skill, performance and topic description are referenced from the IFSTA Company Officer 4th ed. and Jones and 

Bartlett, Fire Officer Practices and Principles. 

Subject: 4.2.1 Human Resource Management and 4.6.4 Human Resource Management 
Standard Area:  Human Resource Management 

Candidate:            Date:            ID #:    
STANDARD: Task: Assign tasks or responsibilities to unit members, given an assignment at an emergency 
4.2.1 NFPA 1021, operation, so that the instructions are complete, clear, and concise; safety considerations are 
2014 Edition addressed; and the desired outcomes are conveyed. 

(a)  Requisite Knowledge: Verbal communications during emergency situations, techniques used  
to make assignments under stressful situations, methods of confirming understanding. 

(b) Requisite Skills: The ability to condense instructions for frequently assigned unit tasks based 
upon training and standard operating procedures. 

 
STANDARD: Task: Develop and conduct a post-incident analysis, given a single unit incident and post-incident 
4.6.4 NFPA 1021, analysis policies, procedures, and forms, so that all required critical elements are identified and 
2014 Edition communicated, and the approved forms are completed and processed in accordance with policies and 

procedures. 
(a) Requisite Knowledge.  Elements of a post-incident analysis, basic building construction, 

basic fire protection systems and features, basic water supply, basic fuel loading, fire 
growth and development, and departmental procedures relating to dispatch response 
tactics and operations and customer service. 

(b) Requisite Skills.  The ability to write reports, to communicate orally, and to evaluate skills 

PERFORMANCE OUTCOME: The Candidate will assume the role of company officer supervising the first-due fire company at a 
residential fire.  Candidate will assign tasks or responsibilities in a complete, clear, and concise manner so that safety 
considerations are addressed and desired outcomes are conveyed.  The candidate will then conduct a post-incident analysis of 
the incident using proper policies and procedures. 
CONDITIONS: The Candidate will complete all elements of the assigned task.  Include Candidate’s narrative on task 
completion, forms, photos/drawings etc., department policy, or procedure. 

EQUIPMENT REQUIRED: Firefighting equipment necessary to complete evolutions 

FIRST TEST RETEST 
No.  Task Steps 

Pass Fail Pass Fail 

1.      Assign tasks or responsibilities to unit-members at an emergency. 
2.  Condense instructions in an understandable way.     

3.     Give instructions that are complete, clear, and concise. 
4. Confirm understanding of assignments.     

5. Convey desired outcomes.     

6.     Efficiently utilize personnel and equipment available to the company. 
7. Conduct a post-incident analysis using proper policies, forms and procedures.     
 
Comments:             
              
               

 
               
Evaluator    Date   Candidate   Date 

 
               
Re-Test Evaluator   Date   Re-Test Candidate  Date 
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DESCRIPTION: This JPR Training Guideline follows the format identified in NFPA 1021, Standard for Professional Qualifications 
    Rockford Fire Department 2014. Knowledge, skill, performance and topic description are referenced from the IFSTA Company Officer 4th ed. and Jones 

and Bartlett, Fire Officer Practices and Principles. 

Subject: 4.2.2 and 4.2.6 Human Resource Management 
Standard Area:  Human Resource Management 

Candidate:            Date:            ID #:    
STANDARD: Task: Assign tasks or responsibilities to unit members, given an assignment under non-emergency 
4.2.2 NFPA 1021, conditions at a station or other work location, so that the instructions are complete, clear, and 
2014 Edition concise; safety considerations are addressed and the desired outcomes are conveyed.  

(c)  Requisite Knowledge. Verbal communications under nonemergency situations,  
techniques used to make assignments under routine situations, and methods of 
confirming understanding.  

(d) Requisite Skills. The ability to issue instructions for frequently assigned unit tasks based 
on department policy. 

STANDARD: Task: Coordinate the completion of assigned tasks and projects by members, given a list of projects 
4.2.6 NFPA 1021, 2014 and tasks and the job requirements of subordinates, so that the assignments are prioritized, a plan 
Edition for the completion of each assignment is developed, and members are assigned to specific tasks 

and supervised during the completion of the assignments. 
(a) Requisite Knowledge. Principles of supervision and basic human resource management. 
(b) Requisite Skills. The ability to plan and to set priorities. 

PERFORMANCE OUTCOME: The Candidate will assume the role of company officer supervising four firefighters at a substation. 
and clean the apparatus apron for an inspection tomorrow. The company has available to use: 1 riding mower, 1 push mower, 1 
gasoline trimmer, 1 gasoline leaf blower, 1 garden hose with water, 2 pruning scissors, 2 trash cans, 4 pair of gardening gloves and 
safety glasses.  The assignment will be to assign specific tasks and resources to each individual firefighter, provide for adequate 
supervision and safety considerations, so that the company’s assignment is completed. Make a written plan of what specific tasks 
and resources are assigned to each firefighter.  Establish an order of priority of tasks and a timeline for completion.  The company 
will remain run-ready at all times.  A specific emergency incident scenario can also be used in place of this example provided by the 
NFPA. 
CONDITIONS: The Candidate will complete all elements of the assigned task.  Include Candidate’s narrative on task completion 
forms 

EQUIPMENT REQUIRED: Firefighting equipment necessary to complete evolutions 

FIRST TEST RETEST 
No.  Task Steps 

Pass Fail Pass Fail 

1.      Establish reliable method of alerting company for emergency runs. 
2.      Provide appropriate safety equipment to each member based on task. 
3.     Give instructions that are clear, concise, and precise. 
4. Efficiently utilize personnel and equipment available to the company.     

5.     Provide for adequate supervision of each member. 
6. Create a written plan that fully accomplishes the assignment.     

 
Comments:             
              
               

               
Evaluator    Date   Candidate   Date 

 
               
Re-Test Evaluator   Date   Re-Test Candidate  Date 
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DESCRIPTION: This JPR Training Guideline follows the format identified in NFPA 1021, Standard for Professional Qualifications 
    Rockford Fire Department 2014. Knowledge, skill, performance and topic description are referenced from the IFSTA Company Officer 4th ed. and Jones and 

Bartlett, Fire Officer Practices and Principles. 

Subject: 4.2.3 Human Resource Management 
Standard Area:  Human Resource Management 

Candidate:            Date:            ID #:    
STANDARD: TASK: Direct unit members during a training evolution, given a company training evolution and 
4.2.3 NFPA 1021, training policies and procedures, so that the evolution is performed safely, efficiently, and as 
2014 Edition directed 

  
PERFORMANCE OUTCOME: The Candidate will assume the role of a company officer conducting a training evolution for those 
under his/her command. The Candidate will communicate verbal instructions to the company, so that the evolution is safely 
and efficiently performed according to applicable policy and procedures. 
CONDITIONS: The Candidate will complete all elements of the assigned task. Include Candidate’s narrative on task completion 
forms. 
EQUIPMENT REQUIRED: Company members, training equipment necessary to complete the assigned evolution. Policies and 
procedures. 

FIRST TEST RETEST 
No.  Task Steps 

Pass Fail Pass Fail 

1.      Give understandable verbal instructions to the company members. 
2.  Conduct the evolution in a safe and efficient manner.     

3.     Ensure compliance with applicable policies and procedures. 
4. Maximize learning by anticipating needs or problems.     

5. Address improper methods or mistakes made by company members.     

6.     Successfully complete the training evolution. 
 
Comments:             
              
               

 
               
Evaluator    Date   Candidate   Date 

 
               
Re-Test Evaluator   Date   Re-Test Candidate  Date 
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DESCRIPTION: This JPR Training Guideline follows the format identified in NFPA 1021, Standard for Professional Qualifications 
    Rockford Fire Department 2014. Knowledge, skill, performance and topic description are referenced from the IFSTA Company Officer 4th ed. and Jones 

and Bartlett, Fire Officer Practices and Principles. 

Subject: 4.2.4 and 4.2.5 Human Resource Management 
Standard Area:  Human Resource Management 

Candidate:            Date:            ID #:    
STANDARD: TASK: Recommend action for member-related problems, given a member with a situation requiring 
4.2.4 NFPA 1021, assistance and the member assistance policies and procedures, so that the situation is identified and the 
2014 Edition actions taken are within the established policies and procedures. 

(a)  Requisite Knowledge. The signs and symptoms of member-related problems, causes of stress  
in emergency services personnel, and adverse effects of stress on the performance of 
emergency service personnel.  

(b) Requisite Skills. The ability to recommend a course of action for a member in need of 
assistance. 

STANDARD: Task: Apply human resource policies and procedures, given an administrative situation 
4.2.5 NFPA 1021,  requiring action, so that policies and procedures are followed. 
2014 Edition (a) Requisite Knowledge. Human resource policies and procedures.  

(b) Requisite Skills. The ability to communicate orally and in writing and to relate 
interpersonally. 

PERFORMANCE OUTCOME: The Candidate will assume the role of company officer. A subordinate member of the fire department 
approaches the company officer privately at the beginning of a shift. The subordinate reports feeling depressed and having 
difficulty dealing with a recent traumatic on-duty incident. The subordinate is not sure they will be able to perform at full 
effectiveness due to these problems. Candidate must listen carefully to determine the true nature of the problem and provide 
emotional support through active listening. Candidate will determine an initial course of action (within the Company Officer’s scope 
of authority), explain the course of action to the member, and make appropriate verbal notification and written documentation to 
the Company Officer’s next in line Supervisor. 
CONDITIONS: The Candidate will complete all elements of the assigned task. Include Candidate’s narrative on task 
completion, forms, photos/drawings etc., department policy or procedure. 
EQUIPMENT REQUIRED: Subordinate member and supervisor of the company officer. Policies and procedures. Paper, 
pen/pencil, computer if applicable 

FIRST TEST RETEST 
No.  Task Steps 

Pass Fail Pass Fail 

1.      Ensure the privacy of conversation between Officer and subordinate. 
2.      Understand and apply knowledge of post-critical incident stress. 
3.     Demonstrate a caring, mature, and responsible attitude. 
4. Adhere to applicable policies and procedures.     

5.     Make verbal notification to Officer’s supervisor as soon as possible. 
6. Make a good faith written recommendation for further action.     

Comments:             
              
               

 
               
Evaluator    Date   Candidate   Date 

 
               
Re-Test Evaluator   Date   Re-Test Candidate  Date 
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DESCRIPTION: This JPR Training Guideline follows the format identified in NFPA 1021, Standard for Professional Qualifications 
    Rockford Fire Department 2014. Knowledge, skill, performance and topic description are referenced from the IFSTA Company Officer 4th ed. and Jones and 

Bartlett, Fire Officer Practices and Principles. 

Subject: 4.3.1 and 4.3.4 Community and Government Relations 
Standard Area:  Community and Government Relations 

Candidate:            Date:            ID #:    
STANDARD: TASK: Initiate action on a community need, given policies and procedures, so that the need is addressed. 
4.3.1 NFPA 1021, (e)  Requisite Knowledge: Community demographics and service organizations, as well as verbal 
2014 Edition and nonverbal communication. 

(f) Requisite Skills: Familiarity with public relations and the ability to communicate verbally.  
 

STANDARD: Task: Deliver a public education program, given the target audience and the topic, so that the intended 
4.3.4 NFPA 1021, message is conveyed clearly. 
2014 Edition (a) Requisite Knowledge. Contents of the fire department’s public education program as it 

relates to the target audience. 
(b) Requisite Skills. The ability to communicate to the target audience. 

PERFORMANCE OUTCOME: Candidate will respond to a community need about a public education program (such as a CPR class, 
fire extinguisher class, fire safety class, or similar). Candidate will answer the need accurately, courteously, and in 
accordance with policies and procedures. Candidate will then deliver a public education program, given the target 
audience and topic. 
CONDITIONS: The Candidate will complete all elements of the assigned task. Include Candidate’s narrative on task completion, 
forms, photos/drawings etc., department policy or procedure. 

EQUIPMENT REQUIRED:  

FIRST TEST RETEST 
No.  Task Steps 

Pass Fail Pass Fail 

1.      Demonstrate understanding/compliance with policies and procedures. 
2.  Respond to the community need accurately and in a timely fashion.     

3. Demonstrate the ability to coordinate and schedule a public education program.     

4.     Delivers a public education program that meets the need of the community. 
Delivers the public education program so that the intended message is 5.     conveyed clearly. 

 
Comments:             
              
               

 
               
Evaluator    Date   Candidate   Date 

 
               
Re-Test Evaluator   Date   Re-Test Candidate  Date 
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DESCRIPTION: This JPR Training Guideline follows the format identified in NFPA 1021, Standard for Professional Qualifications 
    Rockford Fire Department 2014. Knowledge, skill, performance and topic description are referenced from the IFSTA Company Officer 4th ed. and Jones 

and Bartlett, Fire Officer Practices and Principles. 

Subject: 4.3.2 Community and Government Relations 
Standard Area:  Community and Government Relations 

Candidate:            Date:            ID #:    
STANDARD: Task: Initiate action to a citizen's concern, given policies and procedures, so that the concern is 
4.3.2 NFPA 1021, answered or referred to the correct individual for action and all policies and procedures are complied 
2014 Edition with. 

(g) Requisite Knowledge. Interpersonal relationships and verbal and nonverbal communication  
(h) Requisite Skills. Familiarity with public relations and the ability to communicate verbally 

 
PERFORMANCE OUTCOME: The Candidate will assume the role of a Company Officer when a Citizen comes into the fire station 
to complain about careless driving and excessive noise of fire department vehicles in his neighborhood. Candidate will 
receive the complaint, provide an immediate verbal response to satisfy the Citizen’s desire that something is to be done, 
and follow up by initiating proper action according to policy. 
CONDITIONS: The Candidate will complete all elements of the assigned task. Include Candidate’s narrative on task 
completion, forms, photos/drawings etc., department policy or procedure. 

EQUIPMENT REQUIRED: Citizen and policies and procedures. 

FIRST TEST RETEST 
No.  Task Steps 

Pass Fail Pass Fail 

1.      Give serious and immediate attention to the Citizen’s complaint. 
2.      Assure Citizen that action will be taken to alleviate his concern. 
3.     Behave in a respectful, professional, and courteous manner. 
4. Allow the Citizen time to adequately communicate his concern.     

5.     Initiate proper action as required by policy. 
6. Make notification of complaint to the proper individual, if applicable.     

 
Comments:             
              
               

 
               
Evaluator    Date   Candidate   Date 

 
               
Re-Test Evaluator   Date   Re-Test Candidate  Date 
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DESCRIPTION: This JPR Training Guideline follows the format identified in NFPA 1021, Standard for Professional Qualifications 
    Rockford Fire Department 2014. Knowledge, skill, performance and topic description are referenced from the IFSTA Company Officer 4th ed. and Jones and 

Bartlett, Fire Officer Practices and Principles. 

Subject: 4.3.3 Community and Government Relations 
Standard Area:  Community and Government Relations 

Candidate:            Date:            ID #:    
STANDARD: TASK: Respond to a public inquiry, given the policies and procedures, so that the inquiry is 
4.3.3 NFPA 1021, answered accurately, courteously, and in accordance with applicable policies and procedures 
2014 Edition (a) Requisite Knowledge. Written and oral communication techniques. 

(b) Requisite Skills. The ability to relate interpersonally and to respond to public inquiries  
 

PERFORMANCE OUTCOME: Candidate will assume the role of a Fire Department Officer and respond to a public inquiry. 
Candidate will answer the inquiry accurately, courteously, and according to established policies and procedures. 

CONDITIONS: The Candidate will complete all elements of the assigned task. Include Candidate’s narrative on task completion, 
forms, photos/drawings etc., department policy or procedure. 

EQUIPMENT REQUIRED:  

FIRST TEST RETEST 
No.  Task Steps 

Pass Fail Pass Fail 

1.      Demonstrate understanding/compliance with policies and procedures. 
2.  Answer the public inquiry accurately.     

3.     Project a professional and courteous demeanor. 
4. Demonstrate ability to effectively communicate verbally.     

5. Demonstrate effective written communication, if applicable.     

6.     Respond to the public inquiry in a timely fashion. 
 
Comments:             
              
               

 
               
Evaluator    Date   Candidate   Date 

 
               
Re-Test Evaluator   Date   Re-Test Candidate  Date 
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DESCRIPTION: This JPR Training Guideline follows the format identified in NFPA 1021, Standard for Professional Qualifications 
    Rockford Fire Department 2014. Knowledge, skill, performance and topic description are referenced from the IFSTA Company Officer 4th ed. and Jones 

and Bartlett, Fire Officer Practices and Principles. 

Subject: 4.4.1 and 4.4.2 Administration 
Standard Area:  Administration 

Candidate:            Date:            ID #:    
STANDARD: Task: Recommend changes to existing departmental policies and/or implement a new departmental 
4.4.1 NFPA 1021, policy at the unit level, given a new departmental policy, so that the policy is communicated to and 
2014 Edition understood by unit members. 

 
STANDARD: Task: Execute routine unit-level administrative functions, given forms and record management 
4.4.2 NFPA 1021,  systems, so that the reports and logs are complete and files are maintained in accordance with 
2014 Edition policies and procedures.  

PERFORMANCE OUTCOME: Candidate has a new (or existing) Policy involving the completion of written reports (such as injury 
reporting, incident reporting, or similar). Candidate will assume the role of a Company Officer providing this policy as new 
information to the company members. Candidate will demonstrate to the members the proper method of completing each 
form or report covered by the policy. 
CONDITIONS: The Candidate will complete all elements of the assigned task. Include candidate’s narrative on task completion, 
forms, photos/drawings etc., department policy or procedure. 
EQUIPMENT REQUIRED: Company members. Policy covering written reports of any type. Forms or reports required by the 
policy. Pen/pencil, computer if applicable. 

FIRST TEST RETEST 
No.  Task Steps 

Pass Fail Pass Fail 

1.  Show understanding and personal compliance with New Policy.     

2.      Describe New Policy in a manner understandable to the members. 
3. Answer questions correctly with regard to the New Policy, if any.     

4. Demonstrate how New Policy requires form/reports to be completed.     

5.     Adequately communicate information verbally and in writing. 
6. Communicate why the New Policy is necessary.     

 
Comments:             
              
               

 
               
Evaluator    Date   Candidate   Date 

 
               
Re-Test Evaluator   Date   Re-Test Candidate  Date 
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DESCRIPTION: This JPR Training Guideline follows the format identified in NFPA 1021, Standard for Professional Qualifications 
    Rockford Fire Department 2014. Knowledge, skill, performance and topic description are referenced from the IFSTA Company Officer 4th ed. and Jones and 

Bartlett, Fire Officer Practices and Principles. 

Subject: 4.4.3 Administration 
Standard Area:  Administration 

Candidate:            Date:            ID #:    
STANDARD: Task: Prepare a budget request, given a need and budget forms, so that the request is in the proper 
4.4.3 NFPA 1021, format and is supported with data. 
2014 Edition 
 
PERFORMANCE OUTCOME: The Candidate will create a budget request using the proper forms, procedures, and supporting data. 
Then to be submitted to the proper budget coordinator.  This could also be a Capital Request for a Station or a request to 
Foreign Fire Tax. 
CONDITIONS: The Candidate will complete all elements of the assigned task.  Include candidate’s narrative on task completion, 
forms, photos/drawings etc., department policy or procedure. 
EQUIPMENT REQUIRED: Specific facility.  Pen/pencil, paper.  Necessary budget forms or reports.  Budget planning policy and 
procedures.  Uniform or other credentials to ensure proper identification to business owners/occupants when obtaining 
supporting budget data.  Computer, if applicable. 

FIRST TEST RETEST 
No.  Task Steps 

Pass Fail Pass Fail 

1.      Obtain proper request forms and procedures. 
2.  Research revenue sources for budget.     

3.     Obtain supporting data to the budget request. 
4. Develop and organize an outlined budget plan.     

5. Produce completed plan using the appropriate forms and reports.     

6.     Submit complete budget packet to proper budget coordinator. 
 
Comments:             
              
               

 
               
Evaluator    Date   Candidate   Date 

 
               
Re-Test Evaluator   Date   Re-Test Candidate  Date 
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DESCRIPTION: This JPR Training Guideline follows the format identified in NFPA 1021, Standard for Professional Qualifications 
    Rockford Fire Department 2014. Knowledge, skill, performance and topic description are referenced from the IFSTA Company Officer 4th ed. and Jones 

and Bartlett, Fire Officer Practices and Principles. 

Subject: 4.5.1 and 4.5.2 Inspection and Investigation 
Standard Area:  Inspection and Investigation 

Candidate:            Date:            ID #:    
STANDARD: Task: Evaluate available information, given a fire incident, observations, and interviews of 
4.5.1 NFPA 1021, first-arriving members and other individuals involved in the incident, so that a preliminary 
2014 Edition cause of the fire is determined, reports are completed, and, if required, the scene is secured 
 and all pertinent information is turned over to an investigator. 

 

STANDARD: Task: Secure an incident scene, given rope or barrier tape, so that unauthorized persons can 
4.5.2 NFPA 1021,  recognize the perimeters of the scene, are kept from restricted areas, and all evidence or 
2014 Edition potential evidence is protected from damage or destruction. 

PERFORMANCE OUTCOME: The Candidate will assume the role of Fire Department Officer and will be given a real or simulated 
fire incident scene. First-arriving members and others involved in the incident will be available from which to gather 
information about the incident. The Candidate will identify a preliminary fire cause, secure the scene and evidence, 
complete the required reports, and demonstrate the proper procedure for calling an Investigator. 
CONDITIONS: The Candidate will complete all elements of the assigned task.  Include candidate’s narrative on task 
completion, forms, photos/drawings etc., department policy or procedure. 
EQUIPMENT REQUIRED: Real or simulated fire incident scene with materials necessary to create the proper environment. 
Rope or barrier tape. Applicable reports or witness statement forms. Persons to act as first-arriving members and others 
such as witnesses, occupants, or others with incident information. 

FIRST TEST RETEST 
No.  Task Steps 

Pass Fail Pass Fail 

1.      Adequately secure the fire scene to protect evidence. 
2.  Establish a scene perimeter which prohibits unauthorized entry.     

3.     Effectively interview persons involved with the incident. 
4. Establish a preliminary fire cause.     

5. Create necessary reports and record witness statements.     

6. Establish need for investigator and use proper methods to request one.     
 
Comments:             
              
               

 
               
Evaluator    Date   Candidate   Date 

 
               
Re-Test Evaluator   Date   Re-Test Candidate  Date 
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DESCRIPTION: This JPR Training Guideline follows the format identified in NFPA 1021, Standard for Professional Qualifications 
    Rockford Fire Department 2014. Knowledge, skill, performance and topic description are referenced from the IFSTA Company Officer 4th ed. and Jones and 

Bartlett, Fire Officer Practices and Principles. 

Subject: 4.6.1 Emergency Service Delivery 
Standard Area:  Emergency Service Delivery 

Candidate:            Date:            ID #:    
STANDARD: TASK: Develop a pre-incident plan, given an assigned facility and preplanning policies, procedures, 
4.6.1  NFPA 1021, and forms, so that all required elements are identified and the approved forms are completed and 
2014 Edition processed in accordance with policies and procedures. 
 
PERFORMANCE OUTCOME: Candidate will create pre-incident plan for a specific facility. Candidate will demonstrate compliance with 
pre-planning policies and procedures. All necessary elements of the pre-incident plan will be included on the appropriate forms or 
reports. 
CONDITIONS: The Candidate will complete all elements of the assigned task.  Include candidate’s narrative on task completion, 
forms, photos/drawings etc., department policy or procedure. 
EQUIPMENT REQUIRED: Specific facility. Transportation to/from assigned facility.  Pen/pencil, paper.  Necessary pre-incident 
plan forms or reports. Pre-incident planning policy and procedures. Uniform or other credentials to ensure proper 
identification to business owners/occupants when obtaining pre-incident plan data.  Computer, if applicable. 

FIRST TEST RETEST 
No.  Task Steps 

Pass Fail Pass Fail 

1.      Initiate initial contract with courtesy and professionalism. 
2.  Obtain cooperation by emphasizing the reasoning behind the plan.     

3.     Exhibit professional appearance and demeanor for the site visit. 
4. Include all elements of the pre-incident plan according to policy.     

5. Produce completed plan using the appropriate forms and reports.     

6.     Communicate effectively using both verbal and written methods. 
 
Comments:             
              
               

 
               
Evaluator    Date   Candidate   Date 

 
               
Re-Test Evaluator   Date   Re-Test Candidate  Date 
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DESCRIPTION: This JPR Training Guideline follows the format identified in NFPA 1021, Standard for Professional Qualifications 
    Rockford Fire Department 2014. Knowledge, skill, performance and topic description are referenced from the IFSTA Company Officer 4th ed. and Jones 

and Bartlett, Fire Officer Practices and Principles. 

Subject: 4.6.2 and 4.6.3 Emergency Service Delivery 
Standard Area:  Emergency Service Delivery 

Candidate:            Date:            ID #:    
STANDARD: TASK: Develop an initial action plan, given size-up information for an incident and assigned emergency 
4.6.2 NFPA 1021, response resources, so that resources are deployed to control the emergency. 
2014 Edition 
 
STANDARD: Task: Implement an action plan at an emergency operation, given assigned resources, type of 
4.6.3 NFPA 1021,  incident, and a preliminary plan, so that resources are deployed to mitigate the situation. 
2014 Edition 

PERFORMANCE OUTCOME: Candidate will develop and implement an initial action plan for an emergency incident scenario. Candidate 
must be able to analyze emergency scene conditions, to allocate resources, communicate verbally and in writing,    operate within 
an emergency management system, supervise and account for assigned personnel so that resources are effectively deployed to 
mitigate the situation. 
CONDITIONS: The Candidate will complete all elements of the assigned task.  Include candidate’s narrative on task completion, 
forms, photos/drawings etc., department policy or procedure. 
EQUIPMENT REQUIRED: Emergency incident scenario including type of incident, size-up information, and assigned resources.  
Policies and procedures.  Pen/pencil and paper.  Necessary forms and reports.  Personnel accountability system components.  
Computer, if applicable. 

FIRST TEST RETEST 
No.  Task Steps 

Pass Fail Pass Fail 

1.  Develop and implement an effective initial action plan.     

2.      Analyze and use information gained in size-up. 
3. Utilize resources in a reasonable, safe, and prudent manner.     

4. Maintain supervision and accountability for personnel.     

5.     Communicate effectively using both verbal and written methods. 
6. Implement and operate within the emergency management system.     

 
Comments:             
              
               

 
               
Evaluator    Date   Candidate   Date 

 
               
Re-Test Evaluator   Date   Re-Test Candidate  Date 
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DESCRIPTION: This JPR Training Guideline follows the format identified in NFPA 1021, Standard for Professional Qualifications 
    Rockford Fire Department 2014. Knowledge, skill, performance and topic description are referenced from the IFSTA Company Officer 4th ed. and Jones and 

Bartlett, Fire Officer Practices and Principles. 

Subject: 4.7.1 and 4.7.2 Health and Safety 
Standard Area:  Health and Safety 

Candidate:            Date:            ID #:    
STANDARD: TASK: Apply safety regulations at the unit level, given safety policies and procedures, so that required 
4.7.1 NFPA 1021, reports are completed, in-service training is conducted, and member responsibilities are conveyed. 
2014 Edition 
 
STANDARD: Task: Conduct an initial accident investigation, given an incident and investigation forms, so that the 
4.3.4 NFPA 1021, incident is documented and reports are processed in accordance with policies and procedures. 
2014 Edition 

PERFORMANCE OUTCOME: Candidate will assume the role of Fire Department Company Office and will conduct an Initial 
Accident Investigation involving a Fire Department Vehicle. Provided an actual or simulated accident scenario. Candidate will 
interview witnesses, complete required reports, make recommendations on preventing future similar accidents, and convey 
responsibility for the accident to the appropriate person. Candidate will identify safety hazards or unsafe behaviors that may 
have contributed to the accident. 
CONDITIONS: The Candidate will complete all elements of the assigned task.  Include candidate’s narrative on task completion, 
forms, photos/drawings etc., department policy or procedure. 
EQUIPMENT REQUIRED: Safety policies and procedures.  Investigative policies and procedures.  Persons to act as witnesses to 
the accident for the Candidate to interview. Applicable incident, investigation, and accident reports or forms. Actual or 
simulated accident scenario provided with photographs, sketches, circumstances, or witness statements to be presented as 
the Candidate performs the investigation. 

FIRST TEST RETEST 
No.  Task Steps 

Pass Fail Pass Fail 

1.      Do not move apparatus before conducting investigation, if possible. 
2.  Make appropriate accident notifications according to policy.     

3. Utilize all available resources to document accident conditions.     

4.     Interview witnesses, including Driver/Operator, to obtain facts. 
5.  Identify factors contributing to the accident.     

6.     Complete appropriate forms, reports, statements are required policy. 
 
Comments:             
              
               

 
               
Evaluator    Date   Candidate   Date 

 
               
Re-Test Evaluator   Date   Re-Test Candidate  Date 

20 

 

 



 

21 
 

 

VERIFICATION OF COMPLETED TASK BOOK 

FOR THE POSITION OF 

COMPANY OFFICER 
FINAL EVALUATOR’S VERIFICATION 

I,     , verify that all tasks have been performed and are complete with signatures. I  
 (Evaluator’s name) 

also verify that       has performed as a trainee and should be considered for  
   (Candidate’s name) 

qualification in the position of:   COMPANY OFFICER .  
      (Course title) 

 

 

          
SUPERVISOR’S SIGNATURE      DATE 

 

 

          
SUPERVISOR’S PRINTED NAME, TITLE AND PHONE NUMBER 

 

AGENCY CERTIFICATION 
I,      , certify that       has met all  
 (Certifying Officer’s name)     (Candidate’s name) 

requirements and that qualification for this position has been issued. 

 

          
CERTIFYING OFFICIAL’S SIGNATURE     DATE 

 

 

          
CERTIFYING OFFICIAL’S PRINTED NAME, TITLE  

 
Rockford Fire Department 
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